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Overview

A worklist is an organizational tool that allows you to rapidly view a list of tasks
that need to be performed for a patient or list of patients, and to quickly indicate
which tasks have been completed within a particular time frame - usually a work
shift. You use the Worklist Manager to view and interact with worklists.

When an order is entered, one or more tasks that need to be performed are
generated. These tasks form the basis of the worklist. For example, an order for
Penicillin 500 mg PO Q6H starting now and ending in 10 days would eventually
generate 40 tasks (one for each administration - 4 times per day for 10 days).

The Worklist Manager contains tasks, which are generated from orders. Task
cells contain various colors and icons to indicate the task status. You work with
the following kinds of tasks in the Worklist Manager:

*[] Scheduled (for example, Penicillin 500 mg PO Q6H)

*[] Manual Schedule (for example, Ancef 1 Gm IM, 1 hr before surgery)

*[] Continuous (for example, D5W with 40 meq KCL/L @ 60 mi/hr)

(] PRN (for example, Demerol 50 mg IM PRN for pain)

*[] Conditional (for example, FiO2 to 50% if pO2 less than 60)

Medications, respiratory therapy treatments and ADT orders will generate tasks
on the Worklist Manager in Phase 1.

You can change the way the information is displayed in the Worklist Manager by
selecting Scheduling, Status, and Date and Time options and clicking
Update. When you do this, the Worklist Manager display is updated, but your
changes are not saved when you exit the Worklist Manager. Anytime you
change the Worklist Manager view, you should click the Update button or the
Refresh Icon.

To open the Worklist Manager:
1. Do one of the following:
a. Click the Worklist Manager icon on the toolbar.
b. From the GoTo menu, select Worklist.

p—TT

Screen 1: Worklist Manager Icon
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B Worklist Manager

File Edit Yiew Actions Help

=0 EN |

ot 4

Continuous - The medication information cell is
cyan with a black diamond. A cyan bar indicates
the medication start and stop time. No black

fa [ Close

diamonds display in the time-grid cells

PRN - The medication information cell is magenta with no symbol. A magenta trough
displays in the time-grid cells starting at the first possible administration time

| 24 Hour worklist

_:] M 7‘ if Scheduling I[A“]

}{ Status [[A1]

From [5/20/2004 —~| [0:00

§j

to [5/20/2008 —{v] [2359 by [Task [Achgil]l] intervals  poa

N

5/20/04

| Task Category ITask Description

&

1300 [15:34 [1538 [1542 [¥€00 [1612 [17:00 [18:00 [ic

| Mart, Kay
IV Therapy
Medications
Medications
Medications
Medications
Medications
Medications
Medications
Medications
Medication:
Medicatio
Medicatighs
Medicatjons
Medications
Medi
Medjcations

tions

* 5% Dextrose +0.9% Sodium Chioride Inj 1000 ml by inlravenaus infusion Patassium

loride Inj 40 mE g < Continuous>

* Albuterol Oral Inhalation MDI 90 mcg per inhalation meg one puff by metered dose inha every 2 hours
* Alum Hydrox/Mag Hydrox/Simethicone 200 ma/200 ma/20 ma tablet, chewable one tablet by mouth every hour

-+~

* Insulin Human Regular Inj 100 Units/mL 2 unitfs) by intravenous push every 2 to 3 hours: Start on 5/20/2004

* Pseudoephedrine 30

tablet 30 mg (one tablet)

mouth four times daily

* Zolpidem 5 mg tablet 5jmg (one tablet] by mouth orjce daily at bedtime

Conditional - The
medication information cell
is purple with a question
mark. Mo color or
symbols display in the
time-grid

Dis continued Medication -
The medication information
cellis white with a line
through the text. A line
displays through the symbal
in the time-grid.

<

Manually s cheduled - The
medication information cell is

Scheduled —The
medication information

blue with a black diamond. No
color or symbols display in the
time-grid

red with a black diamond

Overdue - The medication information cell
and the overdue scheduled time cells are

Unscheduled - The
medication information
cell is yellow with a black
diamond. No black
diamonds display in the
time-grid cells. A yellow
bar indicates the
medication start and
stop time

cell and the scheduled
time cells are yellow with
a black diamond

|v

=

[ Postéi, Susy fRNj

Screen 2: Worklist Manager
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Charting Medications

All medication orders will be entered in the Pending Verification status.
Pharmacy will verify all medications. This will give them the opportunity to
review all the alerts and dosing, and add the Pharmacy specific data to the order
prior to dispensing and allowing the medication to be administered. Medications
will not display on the medication worklist until pharmacy verifies the orders.

The Medication Worklist uses symbols to represent actions taken on a
medication. Various colors are used to designate the medication and IV schedule
type (see table below). Your current view may not include every scheduled type.

Schedule Type Grid Description
Scheduled Yellow The task description cell and the
Has predefined administration scheduled time cells are yellow
times i with a black diamond.
Unscheduled Yellow bar The task description cell is yellow

Does not have a defined first
administration time. Once the first
dose is given, subsequent
administration times are defined.

with a black diamond. No black
diamonds display in the time-grid
cells. A yellow bar indicates the
medication start and stop time.

Variable Schedule

Has variable predefined
administration times (e.g. every
four to six hours)

Green trough

The task description cell is green.
A green trough displays in the
time-grid cells starting at the first
possible administration time.

The administration time has
passed.

Red

The task description cell and the
overdue scheduled time cells are
red with a black diamond.

National Institutes of Health
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Schedule Type

The administration time is
determined based on the patient
needs or an event, such on arrival
to the OR.

Grid Description
Blue The task description cell is blue
with a black diamond. No color or
symbols display in the time-grid.

PRN

Administered as needed

Magenta Trough

The task description cell is
magenta with no symbol. A
magenta trough displays in the
time-grid cells starting at the first
possible administration time.

Continuous

Administered continuously

Cyan
(light blue) Bar

The task description cell is cyan
with a black diamond. A cyan bar
indicates the medication start and
stop time. No black diamonds
display in the time-grid cells

or canceled.

_ Purple The task description cell is purple
with a question mark. No color or
Administered based on an event, symbols display in the time-grid.
(e.g., a change in a lab value)
Completed White The task description cell is white
with a checkmark. All completed
All ordered doses have been ¥ bikacin Inj 2501 doses display with a checkmark
charted as given or not given and your initials (if given) or a red
x (if not given).
Discontinued/ Canceled White The task description cell is white
with a single line through the cell.
The order has been discontinued F Cigerin 15 wg All future doses display with a line

through the black diamond in the
time-grid cells.

Table 1: Worklist Schedule Type with Color-Coding and Symbols

Different types of medications are charted differently.
1. When you chart a PO (by mouth) medication as given, no additional

information will be required.

2. When you chart an 1V, IM or Subqg medication as given, additional
information is needed such as site or IV rate. When you mark as given,
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an additional window will display to allow you to enter the required

documentation.

When the medication is ordered, the frequency drives the type of schedule. The
table that follows shows the translation of the frequency to a schedule.

Coded Frequency Translation Table

Frequency

Schedule

2 hour post prandial

Every 1 day at

10:00 AM
2:00 PM
7:00 PM

3AM

Every 1 day at

3:00 AM

7AM, 1PM, and 7PM

Every 1 day at

7:00 AM
1:00 PM
7:00 PM

8AM & 7PM

Every 1 day at

8:00 AM
7:00 PM

8AM and 2PM

Every 1 day at

8:00 AM
2:00 PM

8AM, 2PM, and 8PM

Every 1 day at

8:00 AM
2:00 PM
8:00 PM

after meals and at bedtime

Every 1 day at

9:00 AM
1:00 PM
6:00 PM
10:00 PM

before meals

Every 1 day at

7:00 AM
11:00 AM
4:00 PM

before meals and at bedtime

Every 1 day at

7:00 AM
11:00 AM
4:00 PM
10:00 PM

between meals

Every 1 day at

10:00 AM
2:00 PM

every 12 hours

Every 1 day at

9:00 AM
9:00 PM

every 16 hours

Start when task is first administered

every 18 hours

Start when task is first administered
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Coded Frequency Translation Table

Frequency Schedule

every 2 hours Every 1 day at 12:00 AM
2:00 AM
4:00 AM
6:00 AM
8:00 AM
10:00 AM
12:00 PM
2:00 PM
4:00 PM
6:00 PM
8:00 PM
10:00 PM

every 2 to 3 hours Every 2to 3 hr

every 24 hours Every 1 day at 8:00 AM
every 3 hours Every 1 day at 12:00 AM
3:00 AM
6:00 AM
9:00 AM
12:00 PM
3:00 PM
6:00 PM
9:00 PM
every 36 hours Start when task is first administered
every 4 hours Every 1 day at 1:00 AM
5:00 AM
9:00 AM
1:00 PM
5:00 PM
9:00 PM

every 4 to 6 hours Every 4to 6 hr

every 48 hours Start when task is first administered
every 6 hours Every 1 day at 12:00 AM

6:00 AM

12:00 PM

6:00 PM

every 72 hours Start when task is first administered
every 8 hours Every 1 day at 6:00 AM

2:00 PM

10:00 PM
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Coded Frequency Translation Table

Frequency Schedule
every day Every 1 day at 8:00 AM
every morning Every 1 day at 8:00 AM
every other day Every 2 day at 8:00 AM
five times daily Every 1 day at 6:00 AM

10:00 AM
2:00 PM
6:00 PM
10:00 PM
four times daily Every 1 day at 8:00 AM
12:00 PM
6:00 PM
10:00 PM
four times daily after meals Every 1 day at 9:00 AM
1:00 PM
6:00 PM
11:00 PM
four times daily before meals Every 1 day at 7:00 AM
11:00 AM
4:00 PM
9:00 PM
four times daily with meals Every 1 day at 8:00 AM
12:00 PM
5:00 PM
10:00 PM
On Call Schedule task manually on worklist
once daily Every 1 day at 8:00 AM
once daily after a meal Every 1 day at 9:00 AM
once daily after breakfast Every 1 day at 9:00 AM
once daily after dinner Every 1 day at 6:00 PM
once daily after lunch Every 1 day at 1:00 PM
once daily at bedtime Every 1 day at 10:00 PM
once daily before a meal Every 1 day at 7:00 AM
once daily before breakfast Every 1 day at 7:00 AM
once daily before dinner Every 1 day at 4:00 PM
once daily before lunch Every 1 day at 11:00 AM
once daily in the morning Every 1 day at 8:00 AM
once daily with a meal Every 1 day at 8:00 AM
once daily with bedtime snack Every 1 day at 10:00 PM
once daily with breakfast Every 1 day at 8:00 AM

National Institutes of Health
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Coded Frequency Translation Table

Frequency

Schedule

once daily with dinner

Every 1 day at

5:00 PM

once daily with lunch

Every 1 day at

12:00 PM

one time dose

One time task

three times daily

Every 1 day at

8:00 AM
12:00 PM
6:00 PM

three times daily after meals

Every 1 day at

9:00 AM
1:00 PM
6:00 PM

three times daily before meals

Every 1 day at

7:00 AM
11:00 AM
4:00 PM

three times daily with meals

Every 1 day at

8:00 AM
12:00 PM
5:00 PM

twice daily

Every 1 day at

8:00 AM
6:00 PM

5W-CC

Every 1 day at

8:00 AM
4:00 PM

twice daily after meals

Every 1 day at

9:00 AM
6:00 PM

twice daily before meals

Every 1 day at

7:00 AM
4:00 PM

twice daily with meals

Every 1 day at

8:00 AM
5:00 PM

with meals and snacks

Every 1 day at

8:00 AM
12:00 PM
5:00 PM
10:00 PM

Table 2: Code Frequency table
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Document a scheduled medication as given

1. Right-click on the grid cell representing the medication and the scheduled
time of administration (marked with yellow highlight and a black
diamond).

1 Worklist Manager =121 X]
File Edit View Actions Help

DRI

Muodify,

[ 24 Hour worklist =] Scheduling |[A||] L] Status ||A||l Ll
From [7/13/2008 =] [000  to [7/13/2004 ~] [2353 by [Task (actual) ¥| intervals lpdate

7/13/04 -
Task Category [Task Description 1200 [1230 [1255 [13:00 [13:23 [13:26 [13:37 [13:40 [13:45 [1400 [14:09 [14:10 [14:2
Bryant, Curtis
Medications
Medications * Albuterol Oral Inhalation MDI 90 meg per inhalation meg one puff... F ¥
Medications K2 Mari.as Done. . *
Medicaions Mark as Done by Other...
——. Mark as Not Done...
Medications Activate Order,,.
Medications Add Completed Task...
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ... Add Scheduled Task...
Medications Potassium Chloride Inj IV Infusion 20 mEq by intravenous infusio... GlearYariance
Medications ¥ Potassium Chlaride Inj IV Infusion 20 mEq by intravenous infusio...
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet) by mouth fourt... Refresh
1Y Therapy * 0.9% Sodium Chioride Inj 1000 ml by intravenaus infusion Potassi... ’
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous>
Dix. Dorthea .
Medications »
Medications i
Medications *
Medications
Medications
Medications |
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ... 2.
Medications Potassium Chloride Inj IV Infusion 20 mEq by intravenous infusio...
Medications ¥ Potassium Chloride Inj IV Infusion 20 mEq by intravenous infusio...
Medications * Pseudoephedrine 30 mg tablet 30 ma (one tablet) by mouth fourt...
IV Therapy * 0.9% Sodium Chioride Inj 1000 ml by intravenous infusion Patassi. .
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous>
Engelbreight. Marie
Medications
Medicatinne s 2l Lobalation MO G0 e perinbalation oo o ne
Kl ] _’f_‘

[Ready [Bove, Lisa (MD)

Screen 3: Mark as given

N

Select Mark as Done.

3. The Medications Notations window may display. Complete the form as
necessary. If you are documenting this medication at a different date and
time than when it was administered, document the actual administration
date and time.

4. Click OK. The medication will be marked as given. Your initials will

display next to a checkmark.
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1 Worklist Manager _[&]X]
File Edit Yiew Actions Help

G EERE R

[ 24 Hour warklist Scheduling 121 | status [180 -~

Fom [7/13/2004 =] [000  to [7/13/2004 =] [2359 by |Task (Actual) | intervals L)r

7/13/04 2]
Task Category [Task Descrption 220 [330 [843 [%00 [to:00 [11:00 [1200 [1230 [13:00 [14:00 [1500 [1&:00 [17:«
Karlov, Sasha
Medications
Medications * &lbuterol Oral Inhalation MDI 90 meg per inhalation meg one puff... X % ¢ P
Medications Alum Hydrox/Mag Hydroz/ q Omgt.. X - 2 b2 b ¢ b ¢ i
Medications
Medications Y cht
Medications @
Medications i
Medications Y cht
Medications ¥ Potassium Chiaride Inj IV Infusion 20 mEq by intravenous infusio... Y cht
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet) by mouth fourt... ¥
IV Therapy * 0.9% Sadium Chioride Inj 1000 ml by intravenaus infusion Potassi... ¥ cht
I Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> Y cht

Screen 4: Charted as given PO medication

Document a scheduled medication as not given

1. Right-click on the cell representing the medication and the scheduled time
of administration (marked with yellow highlight and a black diamond).

< Worklist Manager [_[F]x]
File Edit View Actions Help

LIEEE

[ 24 Hour worklist =] | bodiy Scheduling |[A||] j Status I[A“] L]
From [7713/2004 =] [0:00 o [7/13/2004 =] [2358 by [Task (Actual) »] intervals Lpdeic

7/13/04 =
Task Category [Task Description 820 [830 [843 [300 [10:00 [11:00 [1200 [1230 [1300 [1400 [1500 [16:00 [17:C
lT(allnv, Sasha
Medications
Medications * Albuterol Oral Inhalation MDI 90 mcg per inhalation meg one puff... X ¥ b 0%
Medications X - — 2 < ¢ ¢ ¢ 2
Medicalions Mark as Done...
Medicati T Mark as Done by Other...
edications cl v
Medications Y cht 7
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous . Add Completed Task... *
Medications Paotassium Chloride Inj IV Infusion 20 mEq by intravenous infusio... ¥ cht Add Scheduled Task...
Medications  Patassium Chioride Inj IV Infusion 20 mEq by intravenous infusio... ¥ cht Clear Yariance
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet] by mouth fourt... —
IV Therapy * 0.9% Sodium Chloride Inj 1000 ml by intravenous infusion Potassi... Y cht Re.fvesh
IV Therapy * Lactated Ringes Ini 1000 ml by infusion <Conti < cht e 4
Reschedule >
View >
R

Screen 5: Mark as Not Given

2. Select Mark as Not Done. The Task Not Done dialog box displays.

3. Select the appropriate reason from the list.

4. Click OK. The medication will be marked as not given. A red X will
display in the cell.
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1 Worklist Manager _[&]X]
File Edit Yiew Actions Help

& ELDD| ST

|24 Hour Worklist Scheduling I[A"] :J Status I[A"] :I

From [7/13/2004 =] [0:00  to [7/13/2004 =] [2359 by |Task (bctual) ¥| intervals Updie

7/13/04 2]
Task Category [Task Descrption 220 [330 [843 [%00 [to:00 [11:00 [1200 [1230 [13:00 [14:00 [1500 [1&:00 [17:«
Karlov, Sasha
Medications
Medications % i b E
Medications Alum Hydrox/Mag Hydroz/S e 200 mg/200 mg/20 mgt... @ - 2 Y b ¢ b ¢ i
Medications Diaze Inj 5 ma/mL 5 mg by int; jection On Call; .
Medications Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily ¥ cht
Medications | [ Y cht
Medications * Insulin Human Regular Inj 100 Units/mL 2 unitfs) by intravenous ... B
Medications Patassium Chloride Inj IV Infusion 20 mEq by intravenous inf Y cht
Medications ¥ Potassium Chiaride Inj IV Infusion 20 mEq by intravenous infusio... Y cht
Medications * Pseudoephediine 30 ma tablet 30 ma (one tablet) by mouth fourt... ¥
IV Therapy * 0.9% Sadium Chioride Inj 1000 ml by intravenaus infusion Potassi... ¥ cht
I Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> Y cht

Screen 6: Not Given Icon

Change the schedule for a scheduled medication

1. Right-click on the cell representing the medication and the scheduled time
of administration (marked with yellow highlight and a black diamond).

2. Select Reschedule — All Instances. The Change Schedule Window
displays.

Change Schedule - Karlov, Sasha E3

‘You must enter the next administration time for the medication into the time field. Al of the tasks
will be rescheduled, according to the ordered frequency, starting at this time.

Order:

Pseudoephedrine 30 mg tablet =
30 mg [one tablet) by mouth four times daily =

Frequency: ‘four times daily

Reason; |IESEERRIIGE _'_I

Repetition Pattern
& Daily Every: |1 lday\;\ vl

stating  [7 132004 =] & [11:27 ~|

i~ Scheduled Times (00:00-23:59)
Add to list:

I I l Add
8]

Cancel

Remove Help

Screen 7: Change Schedule window

Pl

3. Click the Reason field drop-down arrow. Select an appropriate reason
from the list.

4. Select a new start date and/or time for the first instance.

Click OK.

ul
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6. Click the Refresh icon. The medication will be rescheduled.

&3

Screen 8: Refresh Icon

Sometimes when you re-schedule a medication, the system will display an hour
glass symbol in the task description field. This means that the re-scheduling of

the system is still processing. Clicking Refresh again will complete the
reschedule.

: Worklist Manager
| File Edit View Actions Help

NP2 cee |
24 H o worklist todify... | Scheduling IIA"] ZI Status I[A"] :_I

From |7 /22/2004 ={~]| |0:00 to [ 7/23/2004 =] [2359 by [Task (Actual) x| intervals updare|

=
=

7422/04
Task Category |Task Description g00 (g1 [10:00 [11:00 [12
Templar, Simon
Medications Acetaminophen 325 mg tablet mg one tablet by mouth every 4 hou. | |
[ | Medications * lbuterol Oral Inhalation MDI 90 mcg per inhalation mcg one puff... * 2
Medications * Alum Hydrox/Mag Hydrox/Simethicone 200 mg/200 mg/20 mg't... ¥ % ¥
' |Medications Diazepam Inj 5 ma/mL 5 mg by intrab IS Cular injection On Call; ...
[ Medications v Digoxin 0.125 mg tablet 0.125 mg (one tablet) by mouth once daily Y b
Medications ¢ y I
Medications * |nsulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ...
Medications rotass - Chioride [nj 1Y Infusion 20 mEq by intravenous infusio...
| Medications hedrine 30 mg tablet 30 mg [one tablet) by mouth fou... 2
|V Therapy === 0 dium Chloride Inj 1000 ml by intravenous infusion Potassi...
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous>
il EOY R L Hu Tt Sl Pass testing activation from orders tab

Screen 9: Still Processing icon

Resetting the medication status (Unchart a dose)
You can use this procedure if you have documented the wrong medication or
patient to unchart a dose.

1. Right-click on the cell that is documented incorrectly.

2. Select Edit — Reset-Task Status. The Reset Task Dialog box displays.
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Reset Task Status E3

Beason: oy

&

Comment: |

o]

Cancel

Help

Screen 10: Reset Task Status dialog box

3. Click the Reason field drop-down arrow. Select an appropriate reason
from the list. You can also type a reason as appropriate.

wi

Click OK.

Click Refresh. The medication dose will show as available to be given.
NOTE: If you reset a scheduled dose, the black diamond will re-display. If you
reset a PRN medication the magenta trough will re-display. If you reset a
continuous 1V, the cyan bar will re-display.

Documenting multiple medications administered at the same time

1. Click on the time interval at the top of the MAR grid. All medications
scheduled to be administered in that time interval will be highlighted.

1 Worklist Manager - Multiple Patients
File Edit Yiew Actions Help

J‘i}.‘@\%‘ Close I

- [5]X]

I24 Hour Worklist

_v_| Modify, Scheduling l[A"] :]

Status |[MU|"D|9|

Bl

Fom [713/2004 =] [000  to [7/13/2004 =] [2359 by [Task (sctual) x| intervals | Lndat

7/13/04 =
Task Category [Task Description 530 [843 [300 [10:00 [(PANC][1230 [1300 [1400 [1500 [16:00 [17:00 [1800 [13
Karloy, Sasha
Medications 1o n 32! tablet e ) Mot ver : -
Medications * Albuterol Oral Inhalation MDI 30 mcg per inhalation meg one puff... X - 0§ 0§ 8
Medications * Alum Hydrox/Mag Hydros/Simethicone 200 mg/200 mg/20 mgt... X - * ¢ * * * § *
Medications Diazepam Inj 5 ma/mL 5 mg by intraMUS Cular injection On Call; ...
Medications v Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily Y cht
Medications rafen 4 ablet 400 ma | let] by mouth ev B cht |
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ... [ %
Medications  Potassium Chioride Inj IV Infusion 20 mEq by intravenous infusio... ¥ cht
Medications ¥ Patassium Chloride Inj IV Infusion 20 mEq by intravenaus infusio... [¥ cht
Medications * Pseudoephediine 30 mg tablet 30 mg [one tablet) by mouth fourt... - %
IV Therapy * 0.9% Sodium Chioride Inj 1000 mi by intravenous infusion Potassi... ¥ cht -
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> [ cht -
Templar, Simon
PN L SRSt © Pass testing activation from orders tab

Screen 11: Document Multiple Medications at One Time

2. Right-click on any highlighted cell.
3. Select Mark As Done. The Mark As Done dialog box appears.

National Institutes of Health
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:Mark As Done | %]

—Mark all tasks as DONE by

& Me  Other |

o]

| Patient | Date-Time || Task | Schedule Type |
| Karlov, Sasha 7/13/2004 Lactated Ringers Inj 1000 ml by~ Continuous _AJ
12:48 intravenous infusion <Continuous>
| Karlov, Sasha 741372004 0.9% Sodium Chloride Inj 1000 ml  Continuous
12:48 by intravenous infusion

Potassium Chloride Inj 40 mEq
<Continuous>

v Karlov, Sasha 7/13/2004 Pseudoephedrine 30 mq tablet Scheduled
12:.00 30 mg [one tablet) by mouth four
times daily
v Karlov, Sasha 741372004 Alum Hydrox/Mag Scheduled
12:.00 Hydrox/Simethicone 200 mg/200

ma/20 mg tablet, chewable
one tablet by mouth every hour
v Karlov, Sasha 741372004 Albuterol Oral Inhalation MDI 90 Scheduled
12:00 mcg per inhalation mcg
one puff by metered dose inha
every 2 hours

Ll

Document l Wiew Slerts | Save and Close I Close Help

Screen 12: Mark as Done Window

4. Click on the checkbox next to one or more medication to mark as done. If

needed, a Medications Notation Window will display.

You may enter comments into the Comments field.

6. Click OK. Repeat steps 2 through 6 for each medication administered at
the specified time interval.

i

Activating a conditional order from the Worklist

After a condition has been met for a conditional order, you can activate the
order. For example, if a medication is to be administered only when the patient’s
temperature rises above 103°, when the patient’s temperature reaches 104°,
you can activate the medication order. Conditional orders display with a purple
highlight on the Worklist Manager.
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{ Worklist Manager
File Edit Yiew Actions Help

S DE|E B[R] e |
[ 24 Hour wiorklist ¥|  Modfy Scheduling I[r"-"-“] v| Status I[ﬁ“] VI

From [7/14/2004 ={v| |0.00  to [7/15/2004 ={¥] [2359 by |Task (Actual) | intervals

714,
Task Category ITask Description 22:00
Rumpole, Cusberth
Medications * Ranitidine 150 mg tablet 150 mg [one tablet) by mouth once daily... |*
PN IR Sl ¢ Pass can go on pass ohce am labs &, drawn

Conditional Order
Screen 13: Conditional Order on the Worklist

In order to document on a conditional order, the order needs to be activated.
To activate a conditional order

1. Right-click on the Task Description field.

2. Select Activate Order. The Order Entry form displays to allow you to
change any information as appropriate.

3. Click OK. You will see a message screen telling you that a task will be
created on the Worklist.

Sunrise Clinical Manager m

¥ou have activated a conditional order. A task For this order is being created on the Worksheet,

Screen 14: Conditional order message

4. Click OK. Your initials will display on the current time cell indicating that
you activated the conditional order and a new task will be created. You
can document on the new task, not the original conditional order.

NOTE: Some orders can be activated more than once. If this order can be
activated more than once, the conditional order will remain on the Worklist. If
this order can only be activated one time, it will now be marked complete.
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1 Worklist Manager

File Edit View Actions Help
S EN| |8 Cose

[ 24 Hour warklist

Scheduiing [[1] | status [N ~|

From [7/14/2004 =[~] 000  to [7/115/2004 —{v] [2359 by [Task (Actual] x| intervals Upcaie

7/14/04
Task Category [Task Description 10:00 [15:21 [22:00
Rumpole, Cusberth
Medications * Ranitidine 150 mg tablet 150 mg [one tablet] by mouth once daily... b
ADT and PASS Orders ¥ Pass can go on pass once am labs are drawn YIb
ADT and PASS Orders  * Pass &

Screen 15: Activated Conditional Order

View the status history of a task

The Task Status History dialog box allows you to view a history of all status
changes for a task, in reverse chronological order.

i~ Current Task Information
Task Name: /Albuterol Neb Solution 0.5%
one inhalation by nebulizer every 8 hours, PRN as needed for wheezing
Date: 7/13/2004 1100 Gtatus: [Performed

Action | When | PefformedBy | Status | Reason | Signed | Entered By | Entered... |
Performed 7/13/2004 Martin, Susan Performed Martin, Susan 7213/2004

11:00 (MD) (MD) 11:16
New 7/13/2004 Pending 7/13/2004

11:10
Help

Screen 16: Task Status History window

To view the task status history
1. Right-click on the cell representing the medication.
2. Select View — Status History.
3. Click Close when done reviewing the information.
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View the modification history of a task

The Task Modification History dialog box allows you to view any changes that
were made to the document used to record task performance, in chronological
order. If the task was rescheduled, the reschedule reason is also displayed.

You can view one of the following types of modification history for tasks:
1. Changes that were made to the schedule in the Task Modification
History dialog box.
2. Changes that were make to the administration of a task in the Task
Administration Modification History dialog box.

Task Administration Modification History

— Current Task Administration Information

Task Name: [Coagulation Factor ¥ll4, Recombinant Inj 1 mcg, by intravenous push, infuse over 2-5 minutes, every
12 hours, &pproved by: Lozier, J.

Date: lr?‘f"l‘ll."éﬂﬁﬂiﬂzljﬂ ] Status: ‘[th Performed
Muodified | From | To | Date/Time | By \
Task Reason Asleep 7/11/2004 17:07 Martin, Susan (MD)

Screen 17: View Modification History window

To view modification history of a task
1. Right-click on the cell representing the medication.
2. Select View — Modification History.
3. Click Close when done reviewing the information.

Setting Worklist Filters

You can change the worklist manager view in a number of ways using filters.
For example, you can set a filter to see the worklist (medication list) for certain
duration of time such as 8, 12, or 24 hr. You can:

1. View a different date and/or time

2. View only medications that are scheduled for your shift
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3. View a single patient’s medication list — check this based on the default
view

4. View only certain medication schedules, such as only prn medications or
only scheduled medications

5. View only certain medication statuses, such as overdue medications

To change from the 24 Hour Worklist to one of the pre-defined
worklists selections.

1 Worklist Manager - Karlov, Sasha [_[5]
File Edit Yiew Actions Help
& | e Close
ﬁour Worklist Scheduling |[A||] LI Status I[A"] j
givgfauc'gm';tlisz;tion - 24 Hours | [7Ngr2004 =] [2358 by ITask (Actual) L] intervals ipdate
Nursing Worklist - Day Shift-12 Hours
7/13/04 A
m::z::g m:‘;::z: : E‘If;:'ggh "9&‘201;80 e | 520 [330 [8:43 [e00 [10:00 [11:00 [12:00 [12:30 [13:00 [14:00 [1500 [16:00 [17:C
Nursing Worklist - Night Shift-8 Hours
Radiology/Special Procedures - 24 Hours |
Respiratory Therapy Worklist 24 Hours tion MDI 90 mcg per inhalation meg one pulff... X % ® 2
gations ag Hyd ethicone 200 ma/200 0 ma -. . . . . . .
Medication
Medications Digoxin 0 q tablet 0 g (one tab outh once da ¥ cht
Medications Y cht 1
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ..
Medications Pota oride on 20 mEq by intraveno 0 v cht
Medications ¥ Potassium Chlaride Inj I¥ Infusion 20 mEq by intravenaus infusio... ¥ cht
Medications * Pseudoephediine 30 mg tablet 30 ma [one tablet) by mouth fourt... i
IV Therapy * 0.9% Sodium Chloride Inj 1000 ml by intravenous infusion Potassi.. ¥ cht
1Y Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> Y cht

Screen 18: Pre-defined Worklists

1. Click the drop-down arrow next to 24 Hour Worklist selection list.

2. Select the appropriate worklist.

3. Click Update or Refresh.

NOTE: The Update button is only active when you change the filters in the
Worklist. Both Update and Refresh will refresh the display

Limit your worklist view to medications with certain schedule criteria.
1. Click the Scheduling field drop-down arrow.
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1 Worklist Manager - Karloyv, Sasha _ 5] X]
File Edit Yiew Actions Help

|| = 2] | Cose I / \

| 24 Hou worklist =] M cheduling [[41] :] sraNAll] :]
- . (v]Conditional

Fiom [7 71372004 =~] [0:00 to [7 13720 =~ 23:@Conlinuous tual] 'I tervals Update

fy,

[4PRN 7/13/04 =
Task Category [Task Description MScheduled 520 JFs0 [843 [300 [10:00 [11:00 [1200 [1230 [1300 [14:00 [1500 [16:00 [17:C
(v TaSchedule
Karlov. Sasha
Medications
Medications L X % i 2
Medications 200 mg/200 mg/20 mgt... - ¥ b4 ® * b 7 b
Medications 3 Cular injection On Call;
Medications Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily Y cht
Medications ¥ cht |
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ... 3
Medications Potassium Chloride Inj 1Y Infusion 20 mEq by intravenous infusio... Y cht
Medications ¥ Potassium Chloride Inj IV Infusion 20 mE q by intravenaus infusio... ¥ cht
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet] by mouth fourt... %
IV Therapy * 0.9% Sodium Chioride Inj 1000 ml by intravenous infusion Potassi... Y cht
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> ¥ cht

Screen 19: Worklist Scheduling Filter

N

. Check or uncheck the appropriate schedule criteria checkbox.
3. Click Update or Refresh.

Limit your worklist to medications with specific statuses.
1. Click the Status field drop-down arrow.

1 Worklist Manager - Karloyv, Sasha _ 5] ]
File Edit Yiew Actions Help

f—ﬂ‘ﬂ.l‘@ﬁ-j]%” Close l / \
| 24 Hour worklist =] | Modiy Scheduling I[A“] < Status (A1) :] \

[WICanceled
Fom [7/13/2004 —~] [000  to [7/13/2008 =] [2353 by [Tas AC[uaHBEN:TICDZ;ormed

7a/qI0verdue =
Task Category [Task Description 5:20 En:":'r"‘ni g b [to:0gf11:00 [1200 [12:30 [1300 [14:00 [1500 [16:00 [17:C
Karlov, Sasha N 5 heschedu]ed /
Medications
Medications * &lbuterol Oral Inhalation MDI 90 meg per inhalation meg one puff... W X ~ e %
Medications Alum Hydrox/Mag Hydrox/Simethicone 200 mg/200 mg/20 mgt... - ¥ B4 ® v 2 7 b
Medications Diazepam Inj 5 ma/mlL 5 mg by intraMUS Cular injection On Call;
Medications Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily ¥ cht
Medications ¥ cht |
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ... 3
Medications Potassium Chloride Inj I Infusion 20 mE g by intravenous infusio... Y cht
Medications ¥ Potassium Chloride Inj IV Infusion 20 mEq by intravenaus infusio... ¥ cht
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet] by mouth fourt... %
IV Therapy * 0.9% Sodium Chioride Inj 1000 ml by intravenous infusion Potassi... Y cht
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> Y cht

Screen 20: Worklist Status Filter

N

. Check or uncheck the appropriate medication status checkbox.
3. Click Update or Refresh.

Change the time columns display based on the actual time a dose was
charted.

1. Click the by field drop-down arrow.
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1 Worklist Manager - Karloyv, Sasha _ 5] X]
File Edit Yiew Actions Help

G ENDB| ([ o= |

[24 Hour workist Modify, Scheduling I[A"] =l Status I[A"] :]
From |7 /13/20048 =~ IU:UO to ]7/13!2004 =1 |23:53 y | Task [Actual) intervals  Update

I 1 hour \ Ll
Task Category [Task Description | 3 Eg:; 53\ [543 [300 [10:00 [11:00 [1200 [12:30 [13:00 [1400 [1500 [16:00 [17:
Karloy, Sasha 8 hour
Medications ] 12 hour
Medications * &lbuterol Oral Inhalation MDI 90 meg per inh! } f:jv?ek X % g ¥
Medications Alum Hydrox/Mag Hydrox/Simethicone 200 n 3/200 ma/ ki - ¥ * ® * b 7 b
Medications Diazepam Inj 5 ma/ml 5 mg by intraMUS Cular , \iection (RN
Medications Digoxin 0.125 mg tablet 0.125 mg [one tablet) by, vouth once daily Y cht
Medications ! { ¥ cht |
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intraverneme: i
Medications Potassium Chloride Inj 1Y Infusion 20 mEq by intravenous infusio... Y cht
Medications ¥ Potassium Chloride Inj IV Infusion 20 mE q by intravenaus infusio... ¥ cht
Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet] by mouth fourt... %
IV Therapy * 0.9% Sodium Chioride Inj 1000 ml by intravenous infusion Potassi... Y cht
IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> ¥ cht

Screen 21: Worklist By Filter

2. Select the appropriate time interval. This will change your view from
either every one hour increment or to a column for each time a
medication was give.

3. Click Update or Refresh.

When you have the time column in a setting other than Actual, you may see a
notation that tells you that there is more than one occurrence for that
medication/ task in that timeframe.

‘lll

Screen 22: More occurrence information icon

To view the additional occurrences, you can either
* change to the Actual view or
* right-click and select View — Task Details list.
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1 Worklist Manager - Loveless, Kourtney =] B3
File Edit View Actions Help -

S BN BB Q| Cose | F
[ 24 Hour worklis x| | Modiy, I Scheduling l[é‘\"] ;I Status IIA"] j .
From [7/20/2004 ={~] |000  to [7/20/2004 ={~] [2359 by |2hour x| intervals Update |

7/20/04 Al

Task Categary [Task Description 400 [e00 [e00 [too0 [1200 1400 [1e:00 [1g:00 [20:00 [22:00 I
Jeffersen, Tomas i
s+ Acelaoghen 32 g ol g re oy st vy 4. | o | e
Medications * Albuterol Oral Inhalation MDI 90 meg per inhalation meg one puff... X Mark as Donell;;/ Other... > v I
Medications  * Alum Hydrox/Mag Hydrox/Simethicone 200 mg/200 mg/20 mgt... Yoht Mark as Not Done... o [ Se il
Medications Diazepam Inj 5 ma/mL 5 mg by intrabUS Cular injection On Call; ... )

Medications Digoxin 0.125 mg tablet 0.125 ma [one tablet) by mouth once daily |
Medications i
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous .. b 0
Medications ¢ Potassium Chloride Inj IV Infusion 20 mEq by intravenous infusio... F
Medications ¥ Potassium Chlaride Inj IV Infusion 20 mE q by intravenous infusio... ¥ cht -

Edit »

Medications * Pseudoephediine 30 ma tablet 30 mg (one tablet) by mouth fourt...
IV Therapy * 0.9% Sadium Chioride n 1000 ml by intravenous infusion Potassi...
1Y Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous>
Loveless, Kourtney

Medications

Medications * slbuterol Oral Inhalation MDI 90 meg per inhalation meg one puff...
Medications * Alum Hydrox/Mag Hydrox/Simethicone 200 mg/200 mg/20 mat...
Medications Diazepam Inj 5 ma/mL 5 mg by intrabUSCular injection On Call; ...

Medications Digozin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily ¥ cht Modification History..,

Medications ¥ cht Task Schedule. .

Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous .. X b Item Info... d
o : =
|Ready |Bove, Lisa (MD) I

Screen 23: View Details of Occurrences

Working with multiple patients on the worklist

When you open the Worklist Manager, all the patients on your current patient list
will be included in the view. Each patient will be listed in the order they are
listed on the patient list, followed by their medications.
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+ Worklist Manager

E Edit View Actions Help

SUNpE Y

|24 Hour Warklist =] Moy Scheduling ||MU|”D|8] j Status |IMU|“D’E] L]

Fom [7/13/2004 =¥ [000  to [7/13/2004 =] 2359 by [Task actual) | intervals Update |

7/13/04 -

Task Category [Task Description 520 [8:24 45 [852 853 [855 [900 [adc
Bryant, Curtis .

— ———_| P atient 1

Medications * Albuterol Oral Inhalation MDI 90 meg per inhalation meg one puff... ¥ cht
Medications * &lum Hydrox/Mag Hydrox/Simethicone 200 ma/200 ma/20 mgt... x
Medications v Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily Y cht

Mediations * Ibuprofen 400 mg tablet 400 m (ane tablet] by mouth every 4 ho..| Y et

Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s) by intravenous ..

Medications ¥ Potassium Chloride Inj IV Infusion 20 mE q by intravenous infusio... Y cht

Medications * Pseudoephedrine 30 mg tablet 30 ma (one tablet) by mouth fourt...

1Y Therapy * 0.9% Sodium Chioride [rj 1000 ml by intravenous infusion Potassi... Y

IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> Y .
#Dix, Dorthea ﬁ Patlent 2

Medications |

Medications * Albuterol Oral Inhalation MDI 90 meg per inhalation meg one puff...

Medications * Alum Hydrox/Mag Hydrox/Simethicone 200 ma/200 mg/20 mgt... X
Medications v Digoxin 0.125 mg tablet 0.125 mg [one tablet) by mouth once daily ¥ cht

Medications {* Ibuprofen 400 mg tablet 400 m fane tablet by mouth every 4 ho..| Y eht
Medications * Insulin Human Regular Inj 100 Units/mL 2 unit(s] by intravenaus ..

Medications ¥ Potassium Chloride Inj IV Infusion 20 mE q by intravenous infusio... Y cht

Medications * Pseudoephedrine 30 mg tablet 30 ma (one tablet) by mouth four ...

1Y Therapy * 0.9% Sodium Chioride [nj 1000 ml by intravenous infusion Potassi... ¥ cht

IV Therapy * Lactated Ringers Inj 1000 ml by intravenous infusion <Continuous> ¥ chi

Engelbreight, Marie .
*Medications P a t I e nt 3

Medications * Albuterol Oral Inhalation MDI 90 meg per inhalation meg one puff...

Medications * Alum Hydrox/Mag Hydrox/Simethicone 200 ma/200 ma/20 mgt...

Medications

Medications * Pseudoephedrine 30 mg tablet 30 mg (one tablet) by mouth four ...

l:/ Therarm * 19% Sadinm Chindida Ini T000 ml b inkcssenans inbhicion Patassi "JLI

Screen 24: Worklist Manager with Multiple Patients

The patient’s medications are displayed after the patient’s name. To view only
one patient on the worklist manager at a time, you must create a patient list with
just that patient.

Charting ADT Orders

Some ADT orders will display on the worklist:
1. Internal Transfer — Inpatient (except OR)
* Manually activate order on worklist
* Marked as done on the worklist by the sending unit when the
patient actually leaves the unit.
2. Internal Transfer-Inpatient to OR
*[] Marked as done on worklist by transferring unit upon transfer
3. Internal Transfer-Inpatient from OR or PACU to ICU or new Patient Unit
* Manually activate order on worklist
* Marked as done on the worklist by OR/PACU upon patient’s
transfer.
4. External Transfer
*[] Manually activate order on worklist when patient leaves CC

National Institutes of Health Page 23 of 23



CRIS User Manual Worklists

* Marked as done on worklist on receiving unit when patient returns
to CC
5. Pass
* Manually activate order on worklist when patient leaves CC
* Marked as done on worklist when patient returns to CC
6. Discharge — Expiration
* Marked as done on the worklist when the patient actually leaves
the unit.
7. Discharge AMA/AWOL
a. Marked as done on the worklist when the patient actually leaves
the unit.
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